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[bookmark: _GoBack]PRESS CONFERENCE TIMETABLE AND GUIDELINES 

4 Weeks Prior
· Decide press conference topic
· Select date, time and location
· Check community calendars to avoid conflicting events
· Attempt to host press conference in morning or early afternoon to allow media partners ample time for editing and producing before the upcoming news hour (specifically television media)
3 Weeks Prior
· Determine programs/speakers
· Anticipate questions from media and practice responses 
2 Weeks Prior
· Compose press release to accompany announcement at press conference
· Determine appropriate media outlets to contact
· Confirm media contact list is current and accurate 
· Send media advisory/save the date to media contacts
· Determine room layout (allow for ample space for TV cameras near electricity outlets and entrance/exit should be at the rear of room)
1 Week Prior
· Send press release to media contacts
· Follow up with personal phone call and provide inside information that will make it easier to cover conference
· Make advance arrangements for interested reporters to interview a spokesperson before or after conference (setting a specific time will ensure the reporter attends the event)
· Prepare a Power Point, if necessary, to be used at press conference 
3 Days Prior
· Assemble media kits (copy of press release, fact sheet, Power Point handout, brochure, business cards, etc)
· Promote via social media, if necessary
· Designate staff member to take notes/record questions for follow up and take photos


Day Before
· Arrange room for press conference (Include a podium with logo placard or a long table and chairs if more than one speaker will be participating. Set up seating for the expected number of attendees and test microphones, sound systems and lights.)
· Send reminder to media partners via email
· Verify camera and video cameras are operating
· Reminders through social media, if necessary 
Day of
· Appoint a representative to greet reporters as they arrive for the conference
· Begin the press conference at its appointed starting time by having a spokesperson approach the podium, welcome attendees and introduce the main speaker or speakers. Speakers should be brief with remarks, highlight the key elements of the topic the press conference is about and then open the floor to questions.
· End the press conference by having a representative step up to the podium to signal the close of the conference and thank attendees for coming. A representative should be available after the press conference to verify information and answer follow-up questions.
Day After
· Send personal messages of thanks to media representatives covering your press conference to strengthen media relations







EQUIPTMENT/ITEMS CHECKLIST 
Test equipment before and on the day of the event. Allow time for replacement and know who 
to contact about equipment problems. 
______Microphone/amplifier 
______Podium 
______Platform/stage 
______Acoustics 
______Visual aids (equipment, screens, easel, charts, etc.) 
______Heat/air (where controls are/how to adjust them if necessary) 
______Video/audio recording equipment, including mult box 
______Seating arrangements 
______Registration table 
______Signage 
 
Materials 
______Sign-in sheets 
______Name tags 
______Tent cards, if needed 
______Posters 
______Press kits 
______Pads and pencils 
______Participant materials (including press kits, releases, etc.) 
______Phone service, if needed 

Staffing and Set-up 
______Speakers 
______Staff on hand and in place 
______Photographer 
______Refreshments 






















SAMPLE PRESS CONFERENCE SCHEDULE
(EXAMPLE: 10 AM PRESS CONFERENCE)

9:45 - 10:05 a.m. 	Greet guests
10:05 - 10:10 a.m. 	Welcome and introduce speaker (Board Chair)
10:10 - 10:25 a.m. 	Appropriate chair or speaker to make main announcement
10:25 - 10:40 a.m. 	Questions and answers (United Way President or designated spokesperson

















SAMPLE ROOM LAYOUT


[image: ]


1

image1.jpg
yyyyyyy

Projector
and Laptop

@)
N vwlwiwlw, wwlwlwlw,
wwlwlwlw, wwlwlwlw,

Uy U
VU UUU VO UUU
LA I AW W

vith Video Cameras
Cabinets Corg;
Lo
Waterand Soft Drinks





image2.JPG
United
Way K57

United Ways of Tennessee




